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10.2.1 Revocation of a License Policy and Procedure 
Tip Sheet 

 
When is it effective?  February 1, 2009 

 
What does it mean to me? 

As the assigned Licensor, you must now: 

 Take licensing action when the minimum licensing standards of a licensed facility are not 
being consistently met, or that on-going health and safety of children is in jeopardy. 
o Make a determination of “jeopardy” by: 

 Direct observation. 
 Outside entities, DSHS or Fire Marshal. 
 DLR/CPS reports of alleged child abuse and neglect and when DLR/CPS is 

advising DEL that concerns warrant suspension or administrative leave without 
unsupervised access to children. 

 Contact supervisor for approval to proceed and must begin a revocation file. 

 Revocation file must include: 
o Provider Notes 
o Complaint History, including Compliance Agreements 
o Legal 
o Revocation Recommendation 

 Prepare the Revocation Recommendation Form, which must include: 
o Rationale for the Proposed Revocation 
o History of Past Complaints 
o Overall Licensing History 
o Required Approval Signatures 

 The Supervisor will review the recommendation and file for completeness and rational. 

 If approved, the Supervisor will forward the recommendation and file to the SAM. 

 If approved, the licensor must complete a legal letter with required components (see 
Revocation of a License Procedure). 

 Staff must prepare and forward all relevant Provider Notes, Legal Letters, and LCIRs to the 
Assistant Director in the Quality Division after the revocation has been issued. 

 
What is important to remember? 

 DEL director or designee shall review and approve, deny or request further documentation.  

 If a licensing revocation action notice has been initiated, licensing staff may not accept a 
voluntary license surrender. 

 Document all actions clearly in FamLink. 

 License is not legally revoked until the provider has the legal revocation letter in hand 
specifying the provider’s due process (either by the licensor must, in person, deliver, or 
personally served by an authorized process serve). 

 
Resources associated with the policy: 

 10.2.1 Revocation of a License Policy/Procedure 

 10.9.1.10 Revocation/Denial Recommendation Form 

 Licensing Critical Incident Report 
 
Training expectation: 

 Supervisors are responsible for ensuring that all licensing staff have read and understand 
and follow all new policies as they are distributed. 

 
 

“Kids’ Potential, Our Purpose.” 

“Together, with  

parents and  

partners, we offer 

children world- 

class learning  

opportunities so 

they reach their  

full potential.” 


